
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Personnel Cabinet has completed the move to the State Office Building. The new physical address is: 
501 High Street, Frankfort, KY 40601. 

 
Offices/Departments are located as follows: 
 
1st Floor: Office of Human Resource Planning & Diversity Initiatives, Division of Staffing Services 
2nd Floor: Dept for Employee Insurance 
3rd Floor: Office of the Secretary, Office of Legal Services, Office for Employee Relations, and the Dept for 
Personnel Administration (Division of Employee Management and Division of HR Projects). 
 
You can find an updated Cabinet Directory at the end of this issue. Please note that though most of our 
main phone numbers remained the same, employees do have new extension numbers. 
 
We are also making great progress on the KHRIS Project as we are nearing the end of the “To-Be” 
workshops. I would like to extend my thanks to all of those taking time away from their busy schedules to 
attend these workshops as well as those that are covering for those in attendance. Your dedication is 
appreciated and will be sure to payoff. I will continue to share information as further progress and decisions 
are made. 
 
As always if you ever have any questions and/or concerns, please feel free to contact me.   
 
Thank you,  
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EEO Categories (Race Fields):  
The new race fields described in the March/April issue of “Personnel Issues & You” are now available for use 
on the current Personnel Action (P1) form in section 5. A new P1 form will not be printed, but the employment 
application has been revised to include these selections. They are as follows:  

0.) White,   
1.) Black or African American,   
2.) Hispanic or Latino,   
3.) Asian, 
4.) American Indian or Alaskan Native,   
5.) 0ther, 
6.) Native Hawaiian or other Pacific Islander, and 
7.) Two or more races. 

 

 
Changing Employee Status/From Merit to Federally-Funded Time Limited (FFTL): 
In order to change an employee’s status an employee must be resigned from the merit position and be 
appointed to a Federally-Funded Time Limited (FFTL) position. Simply changing the status field (Item #28) on 
the P1 affects an employee’s merit status which cannot be done in this manner. 
 

 
Correcting Actions: 
Effective immediately, correcting of all actions going back more than two pay periods (without a Board or 
Court Order) must be submitted in writing to MEH, Director, Division of Employee Management for prior 
approval before initiating the action(s) in CICS. All requests will be reviewed for approval by the Director, 
DEM and General Counsel for the Personnel Cabinet on a case by case basis. 
 
 

 
New KECC Forms: 
In an effort to gain support from new employees missed during the regular campaign as well as retain the 
support of employees retiring, KECC has two new forms!  
-The New Employee Pledge Form is now available and will soon be distributed to agency personnel 
administrators/payroll officers to be provided to new employees during their orientation.  
-The Retiree Pledge Form will soon be emailed to all agency personnel administrators/payroll officers as an 
attachment to be printed and provided to retiring employees upon notification of their retirement.  
*Instructions will be provided for both forms. 
 
If you have questions regarding the receipt and distribution of these forms please contact Stephanie 
Carpenter at StephanieL.Carpenter@ky.gov or at (502) 564-6616. For questions regarding the employee 
contributions and/or the processes thereof please contact the KECC Administrator, United Way of KY’s, Terry 
Tolan and/or Kevin Middleton at (502) 292-5343. 

 
Employee Handbook: 
The Employee Handbook has been updated and is available on the Personnel Cabinet’s website for review! 
http://personnel.ky.gov/stemp/emphb/default.htm 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Making Corrections to 2007 W-2’s: 
As year end is approaching, it is not too soon to begin clearing up any problem files.  We suggest the following steps 
to make certain your employees’ W-2s for 2007 are correct: 
  
Check the W-2 One-line Error Report (PERW2LN1 on Document Direct).  This report will show employees who have 
potential W-2 errors, with a description of the problem that is triggering the report. 
  
Compare your company’s QEHSS, the Social Security Quarterly Report, and your documents (including SAS 27s 
and Refunds on Payroll) for all adjustments made in 2007. All three sources should concur.  This is the best way to 
make certain every manual transaction you have completed this year is reflected on your employees’ W-2s.  The 
easiest way to do this search, if you have a large agency or a large number of documents to check, is to open the 
QEHSS and do a search for ADJ.  For each SAS 27 and Refund on Payroll form updated, you should find an 
adjustment on the employee’s record with ADJ to the left-hand side.  Once you have checked all of your ADJs, do a 
search for 3XX.  For each pretax refund and other similar adjustments, you should see 3XX to the left-hand side.  
This search is most easily done if you have your documents (SAS 27s, ROPs, pretax refund documentation, etc.) in 
Social Security Number order, as that is the order in which the QEHSS is arranged.  When you come to an item (an 
ADJ or 3XX), you should have a document on hand to support the adjustment, and the item should also show on the 
Social Security Quarterly Report.  If you have any manual documents that are not reflected on the QEHSS, it means 
you probably did not update it and need to do so.  For questions regarding the Social Security Quarterly Report, 
please contact Connie Eggen at (502) 564-6913 or James Driver at (502) 564-6888. 
 

Adverse Weather Reminder: 
We are heading into the time of year when we see the highest incidence of Adverse Weather Leave taken.  In light of 
this, we would like to provide a few reminders about Adverse Weather Leave. 
  
Adverse Weather Leave may be taken when inclement weather arises or threatens to arise.  Supervisors are 
encouraged to allow employees to use Adverse Weather Leave when appropriate, but it is at the agency's discretion 
whether or not to allow Adverse Weather Leave.  An employee on prearranged annual, compensatory, or sick leave 
shall charge leave as originally requested. 
  
It is important to remember that 921 is only used for tracking purposes and does not create a pay transaction.  When 
an employee uses Adverse Weather Leave, the 921 code for Adverse Weather should be keyed concurrent with 700 
transaction hours.  This results in the hours for salaried employees being reported correctly for accrual purposes, 
and it causes the system to pay hourly employees for those hours.  For hourly employees, if 700 hours are not keyed 
concurrently with the 921 hours, the employee will not be paid for those hours. 
  
When an employee is using Adverse Weather Leave in lieu of his or her own paid leave, it should be reflected on the 
timesheet as Adverse Weather Leave used and it is a positive transaction.  When it is keyed into PTL, it will increase 
the year-to-date 921 hours on the employee's J screen in POPY.  When the employee makes up Adverse Weather 
Leave, it should be shown on the timesheet as a negative transaction and described as as "Adverse Weather Leave 
Make Up."  Make up hours should not be keyed through PTL.  They must be keyed through Payroll Online 
Transactions (POT) in CICS as a 921 transaction, using option 3 from the POT menu in CICS.  The transaction in 
POT will be read as a negative transaction and will reduce the employee's year-to-date 921 hours total. 
  
Employees have four months from the date of each event in which to make up Adverse Weather Leave taken.  At the 
end of the four month period, if any time is not made up, the outstanding hours must be charged to annual or 
compensatory leave and those balances reduced, or the hours must be charged to leave without pay if insufficient 
annual and compensatory time are available.  Upon transfer to another agency or termination, an employee's 
Adverse Weather Leave balance shall be charged to annual or compensatory leave, or leave without pay.   
   
The text of the Classified Leave Administrative Regulations, including Section 10, Absences Due to Adverse 
Weather, is available on the Personnel Cabinet website at 
http://personnel.ky.gov/info/empregs/kar102.htm#section10.  PERUPPDQ, the Adverse Weather Leave report, is 
available on Document Direct.  Payroll officers should monitor Adverse Weather Leave balances on this report.  All 
outstanding balances must be charged to leave or leave without pay when the four month period for make up is 
over.   
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
COS IMPLEMENTATION REMINDERS: 
 



Vacant Positions 
Last day to enter a position to post on November 9   November 8, 2007 
Last day to post a vacant position     November 9, 2007 
Posted positions closing November 19 certified to agencies by November 20, 2007 
(COB) 
 
Immediate Fill Registers 
Last day to request an Immediate Fill register   November 16, 2007 
Personnel Cabinet will receive & fill an Immediate Fill 
   request on        November 19, 2007 
Agency will receive the certified Immediate Fill 
   register requested on the 19th  by     November 20, 2007 
(COB) 
 
Staffing Services Offices CLOSED     November 20 
Staffing Services Offices CLOSED     November 21 
 
COS ENHANCEMENTS TO THE HIRING PROCESS: 
The Personnel Cabinet is preparing to launch a new on-line recruitment system, Career 
Opportunities System (COS), this month. COS will benefit applicants, Commonwealth 
agencies, and the Personnel Cabinet in the following ways: 
 
COS will allow Applicants to: 

� Create, View, and Update their employment application and personal 
information on-line 

� Apply for vacant positions via the Internet 24/7 eliminating the need to travel 
to Frankfort  

� Electronically search for job vacancies and be notified by e-mail of vacancies 
for which they may want to apply 

COS will allow Agencies to: 
� Develop job postings which target specific knowledge, skills, and abilities 

they are looking for in an applicant 
� Receive requisitions (formerly registers) consisting of qualified, interested 

applicants 
� View applicant’s information on-line. Requisitions can be e-linked to hiring 

managers. Personnel Administrators will no longer have to print out and mail 
applications to managers 

� Conduct electronic searches of applicant information for desired/required 
skills, education, and experience 

� Have on-line approval functionality for the hiring process 
COS will allow the Personnel Cabinet to: 

� Work closely with the hiring agencies to develop job postings which target 
specific knowledge, skills, and abilities that agencies are looking for in a 
candidate 

� Continue to qualify candidates for job classifications  
� Have the ability to conduct an electronic search of candidate information 

based on desired/required skills, education, and experience to produce a 
better register of candidates for the requesting agency 

� Have expanded reporting ability 
 
The Personnel Cabinet is notifying state employees and all other applicants prior to the start 
date for the Career Opportunities System.  

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


